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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Standard Operating Procedure for the Performance of Internal
Environmental Management System (EMS) Audits at the United States Army Garrison
(USAG) Mannheim

1. REFERENCES:

a. Procedure for Nonconformance and Preventive and Corrective Action at the
USAG Mannheim.

b. Corrective Action Plan Spreadsheet.

2. PURPOSE: To provide a method for planning, performing, and reporting internal
audits to verify whether the environmental activities of the USAG Mannheim and related
results conform with the requirements of the Environmental Management System
(EMS) elements audited. This procedure focuses on the EMS audit process. It outlines
how evaluation of the garrison’s conformance to the operational practices related to its
EMS is to be conducted. Audit of the Garrison’s compliance with environmental laws
and regulations, while a part of the overall EMS auditing process, is not addressed
here. The EMS Coordinator will use this procedure to fulfill the requirement to perform
annual EMS conformance audits. Personnel conducting audits of the EMS elements
will be qualified and independent of those having direct responsibilities for the specific
areas being audited.

3. APPLICABILITY: This procedure applies to all USAG Mannheim personnel involved
in the internal EMS audit process as identified in Section 5 of this procedure.

4. DEFINITIONS:

a. EMS Audit: A systematic, documented and independent examination to
objectively obtain and evaluate evidence to determine whether an organization’s EMS
conforms to the EMS audit criteria set by the organization, and to communicate the
results of this process to management.

b. Finding: A nonfulfillment of a specified requirement of the EMS standards and/or
EMS procedure supported by objective evidence.
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c. Internal Audit Team: Members of the USAG Mannheim internal auditor roster to
conduct an internal audit. Audit team can consist of installation personnel and/or
contractors.

d. Audit Team Lead: The audit team lead coordinates and actively monitors the
conduct of the audit, and ensures that post-audit reports and audit summary reports are
prepared and submitted to the EMS Management Representative.

5. RESPONSIBILITIES:

a. Environmental Management System Coordinator: Selects audit team and audit
team lead. Provides and schedules EMS Internal Auditor Training. Develops audit plan
and oversees preparation of audit checklists. Ensures that nonconformances are
properly recorded. Provides audit summary results and applicable corrective action
status information for EMS Management Reviews as needed.

b. Internal Audit Team: Attends auditor training on the ISO 14000 standards and
internal audit procedures. Reviews all applicable policy and procedures to determine
adequacy to meeting EMS requirements. Interviews personnel, reviews records,
conducts site surveys, and observes work. Compares site operations to organization’s
established EMS procedures and writes up any non-conformances. Records findings
and provides sufficient, reliable, and relevant data to support findings.

c. Audit Team Lead: Coordinates the audit schedule and specifies individual
auditor assignments for internal audits. Meets with the audit team members prior to the
audit to clarify audit assignments and requirements.

d. Environmental Management System Management Representative (EMSMR):
Reviews and approves results of the audit, approves resulting corrective and preventive
action.

6. PROCESSES:

a. Select audit team and schedule audit: Appointed Audit Team members shall be
trained appropriately and shall be familiar with audit procedures described in the ISO
19011 standard. Auditors must also be able to audit objectively and impartially. To
help ensure objectivity external team members may be selected by the EMSMR. The
audit should be conducted at least annually. It is recommended to schedule the audit
prior to the management review so that findings and non-conformances can be
included in the management review process.

b. Develop audit plan: At a minimum, the audit plan shall include the following:
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(1) a statement of the audit objectives; an identification of the specific section
areas being audited,

(2) adiscussion of any special emphasis or focus; references to appropriate
plans, procedures, or requirements documents,

(3) the date(s) of the audit; an identification of the audit team, and identification.

c. Conduct site visits and interviews: Each internal audit shall start with an opening
meeting conducted by the audit team leader, and shall be attended by the audit team
members and appropriate representatives of the audited organization. The audit team
lead will present the scope of the audit and duties of the auditors.

The team will use a checklist (see Annex 1) for the audit preparation, that list all
requirements from the ISO 14001 standard and U.S. Army internal requirements. The
checklists will be used in order to ensure each ISO requirement is covered but not drive
the audit. Auditing methods may include records review, interviews with individual
garrison staff members, and/or direct observation of site activities. During each
interview, the auditor takes notes using the audit protocol form provided in Annex 2. At
the completion of the audit, while still on site, a closing session is held with the
representatives of the audited organization to discuss the audit findings.

d. Record findings: Findings are recorded by each team member in accordance
with the corresponding ISO section/requirement. The audit team completes the audit
findings on the internal audit checklist (Annex 1).

Each non-conformance shall also be recorded in the corrective action spreadsheet
(“Super Finding Sheet”) located on the DPW sharedrive (Intrasite/EPAS).

The EMS Coordinator, through the CFT and the EMD, distributes the non-
conformances to the each responsible organization or tenant unit identified during the
audit. Responsible organization and tenant units then develop and implement a
corrective action for the non-conformances attributed to them. The EMS Coordinator
will include the EMS audit results in the EMS Management Review.

7. POC is Ms. Mary Kay Foley, Chief, Environmental Management Division, at DSN
381-8675, email: mary.foley@us.army.mil
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Annex 1 LTC, MI
Annex 2 Commanding
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DISTRIBUTION:
All USAG-M Directorates
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IMEU-MAN-PW
SUBJECT: Standard Operating Procedure for the Performance of Internal EMS

Audits at the USAG Mannheim

Form 4.5 5a
Rev 00

Annex 2

General Audit Information

Department Audit Number
Activity Audited Date / Time
Auditor Reference
Interviewee(s Element Evaluated

Auditor's Signature Date

*ISO Req. = 1SO requirement
Cat. = Category:
D = Document/Record reviewed N = Nonconformity | = Potential for improvement

Annex 2



